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Enployes Suggestion - | | Ho. 138

25F1A9A

25R1A9A

The suggester propeses that there be devised a standardized
systen of organising operatiomal material in each of the twoe
sections, M and 2P, DU/F at desk level,

rroposed Hobhod:

The sugesestor preposes that esch section have in safe files
under: Item &3 Ivoject and related S correspondence up to the
approval of the project. Item B: HS correspondence relative to
the project or operation after lts approval. Item Cs All incoming
and outgeing dispatches relati-s to the rrojset. ITtem Dp All
incoming and outgoing cables relstive to the project or eperation.
Further, the sdotions shall maintaln operations cards (£X5) on
which a chronclogical histopy of all memos, dispatches and cables
are garded, '

The Thief, Records Integration/UD/i doss not recommend the
adoption of the suggestion fop the reasons he states belows
25X1 ¥, . . project files should be divided chrenoleogieally rather
than by document category . . . . The maintenance of 5 L 8 summary
cards is not recomsended because thelr preparalion would add te the
work load of the Offices, snd slways presente & rdek of inaccurate
information becoming the bssls of operationsl action. In addition,
__ trese ¢ards could not serve as s permansnt micrefilmed rscord of
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that “One sestion Chief and an Assistant can casily :
| v Az y uonltor all
material coming across Lheir desks and keep the cards and filszs
Ep to date and stil! lsve time to study the operations.” , . ,
1t is felt that the ex;loyce has sot glven proper weight con~
!uarat:;m :;:d i;im aﬁp’emuon&l and prlmary pursose of the files
sanczrned, 2 plac too auch smphasis 1 ; T
of 3 movents indaxf%g | @R, ypon the mainta;:u. ca

F, Hotey

. dejection of this suggestion appeare indicated for the ressons
stated above, 4 coumendatory lettsr expressing a;preciation of the
Comudttec for the sugge tors interest is recomiended,
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